From: Talton, Anthony

Sent: Tuesday, August 29, 2017 10:21 AM

To: R6 6SF-V; R6 6SF-VC; R6 6SF-VI; R6 6SF-VB; R6 6SF-VO
Subject: FW: Managing Hurricane Harvey email records

FYI...

Tony Talton, Chief

Revitalization and Resources Branch
Environmental Protection Agency, Region 6
1445 Ross Ave.

Dallas, Texas 75202

Phone: (214) 665-7205

Cell: (972) 415-6173

From: Ortiz, Diana

Sent: Tuesday, August 29, 2017 9:25 AM

To: Carroll, Craig ; Smith, Monica ; Petersen, Chris ; Webster, Susan ; Smalley, Bryant ; Foster, Althea
Cc: Flemming, Tongee ; Talton, Anthony ; Ford, Mark

Subject: FW: Managing Hurricane Harvey email records

Diana Outiz

Superfund FOIA Coordinator

Jnfeunation Management & Logistics Team (6SF-VJ )
(214) 665-7315

From: Ho, Nancy

Sent: Tuesday, August 29, 2017 8:52 AM

To: Adams, Janet <Adams.Janet@epa.gov>; Bayless, Shirley <Bayless.Shirley@epa.gov>; Bradford, Deanna
<Bradford.Deanna@epa.gov>; Brown, Dorothy <Brown.Dorothy@epa.gov>; Donaldson, Yerusha
<donaldson.yerusha@epa.gov>; Ford, Mark <Ford.Mark@epa.gov>; Johnson, LaGayla <Johnson.Lagayla@epa.gov>;
Lane, Leticia <Lane.Leticia@epa.gov>; Langley, Shirley <Langley.Shirley@epa.gov>; Moran, Gloria <Moran.Gloria-
Small@epa.gov>; Ortiz, Diana <Ortiz.Diana@epa.gov>; Pemberton, Mary <Pemberton.Mary@epa.gov>; Ragon, Derek
<Ragon.Derek@epa.gov>; Rymer, Edwina <Rymer.Edwina@epa.gov>; Sloan, Charlene <Sloan.Charlene@epa.gov>; Trim,
JEWELINE <Trim.Jill@epa.gov>; Vasquez, Maria <Vasquez.Maria@epa.gov>; Vaughn, Lorena
<Vaughn.Lorena@epa.gov>; Wang, Jonathan <Wang.Jonathan@epa.gov>

Subject: Managing Hurricane Harvey email records

Hi FOIA Coordinators — FYI.

Thanks,
Nancy

From: McFarland, Verne
Sent: Monday, August 28, 2017 4:43 PM
To: R6 6MD-0 <R6 6MDO@epa.gov>; R6 6MD-0S <R6 6MIDOS@epa.gov>; R6 6MD-OE <R6 6MDOE@epa.gov>
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Cc: McDonald, James <McDonald.James@epa.gov>; Hill, Troy <Hill.Troy@epa.gov>; McQuiddy, David
<Mcquiddy.David@epa.gov>; Bonnell, Corey <bonnell.corey@epa.gov>; Jackson, Marcus <Jackson.Marcus@epa.gov>;
Nichols, Cheryl <Nichols.Cheryl@epa.gov>; Johnson, Donald <johnson.donald@epa.gov>; Rodriguez, Ray
<Rodriguez.Ray@epa.gov>

Subject: Managing Hurricane Harvey email records

If past “Incidents of National Significance” such as Hurricane Harvey are any indication, we should be aware of the
records we are producing as we generate emails about the response action and other related activities. As such, |
strongly urge everyone to create a new folder in your Outlook Folder pane to capture these emails for ease in locating
them in the future, responding to information requests, etc. As you receive and send Harvey-related emails, you can
simply drag them over into the new folder for safekeeping and quick access.

To create the folder:
1. Right-click on the “Folders” heading in the folder pane
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2. This will pop a menu box — select “New Folder” from the choices
(Sorry, | can’t take a screenshot of this)

3. Enter the name of the new folder and press Enter. | suggest something like “Harvey Response” or something
similar.
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Once the new folder is created, you can left-click-and-hold on it to move it anywhere under the Outlook Folders header
that you like, or just leave it where it is.

Of course, all emails that can be considered records should be saved as appropriate in EZ-Email Records using the
“Categorize” option in the Outlook “Home” tab, as described in the mandatory annual Records Management Training.
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Thanks.

Verne McFarland

Chief, Enterprise Operations Branch
EPA Region 6

Desk: 214-665-6617

Cell: 214-505-2876
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